
sute of California 	 Business. Transportation iln<! Housing Agency 

Memorandum 
To : 	 PERSONNEL OPERAnONS SJ AFF Date : September 11, 1997 

File No. : TPM 96-16A 

From : 	 DEPARTMENT OF TRANSPORTATION 

OFFICE OF PERSONNEL OPERAnONs 

Subject: 	 Transactions Procedure Memorandum #96-16A 
Bilingual Pay Procedures 

This is to replace the attachment to this memorandum. The Bilingual Pay 
Procedures issued on May 17, 1996 is replaced with those revised June 1997, 

If you have any question regarding this procedure, you may contact 
Kathie Scriven al 227-7838. 

ICE R. DIAS, Chief 
Q aHty Assurance and Procedures Branch 

Attachment 

c: 	 Regional Administrative Officers 



BILINGUAL PAY PROCEDURES 

Revised June 1997 

'--­

Note: Bilineual pay i~ reb led It> !he ~[Jccific !lo§ition rctJuiring bilingual skill! and not to the nerson In the 
position. SU]lcrnson are rc'[lon~hle for in!ltituting or Icnninating bitingual p~y as appropriate. Procedures 
for tcrminating bilingual pay arc on P:agc 2. 

INSTITUTING BILINGUAL PA Y 

RESFONsmlLITY STEPS 

E.lIpluyee.............__.....•. 	 u:;cs. bilingual skills lCfIo or more of total work time. 


Supervisor .................. _.. 	 Has (1) a vacant bilingual pay position or (2) an employee who is using 
bilingual skills on the job at least 10% of the time, or (3) is changing 
classification to a position where bilingual skills are needed, or (4) did not pass 
the bilingual fluency exam six months previous and needs to be fe-tested. 

Initiates P ARFIASR process through OPO Analyst or District Personnel 
Liaison (OPL). DPL gets PARF/ASR number from District Resource 
Manager or Budget Officer. 

OPO An.alystJDPL....... 	 Contacts Bilingual Pay Coordinator (Epe) in the Administrative Service 
Center Examination & Certification Unit for guidance on bilingual pay 
authorization forms and process. 

Euminations BPC........ 	 Provides OPO AnalystIDPL with packet consisting ofBilingual Pay 
Procedures, Bilingual Pay Authorization Form AA·0003, (attached) and Std. 
678 application for fluency examination to forward to Supervisor. 

Supervisor...................... 	 Provides application and Bilingual Survey form to employee and reviews the 
instructions for compleling the survey with the employee. Employee should be 
instructed not to use one representative day and COQY it for the rest of the 
survey. 

Employee........................ 	 Uses [he Bilingual Survey Fonn (part of AA-0003) to survey work time 
related to the use of bilingual skills for two consecutive weeks. An 
individual record of each day of the survey must be reported. Gives 
wmpJeted survey form and application to sUperviSOL Note: Emplovees will 
nol receive Bilinrrual Pav until/hey have passed a fluency examination. 

Supervisor ........... ~......... 	 If survey shows bilingual skllis are used at least 10% of employee's time, 
indicate approval by signing the Bilingual Pay Authorization Form; attach 
PARF/ASR and completed application and fOr\Vard package to the OPO 
AnafystIDPL. 

(Continued next page) 



INSTITUTING BILINGUAL PAY, CONT'O. 


RESPONS[STLITY 


OPO Analyst/DPL ........ 


Examinations BPC....... 


OPO AnalystIDPL _...... 

Transactions ...... ~.......... 

RESPONSJBll.lTY 

Supervisor .. ~~................. 

Transactions....._............ 


STEPS 

Checks Bilingual Pay Authorization (BPA) form tor supervisor's approval 
and signature. Checks PARF/ASR; ifcomplete, retains PARF/ASR and 
forwards SPA and application to Exams BPe. 
If employee has already passed the Bilingual Fluency exam, the npc will 
verifY the date of examina tion and sign the BPA form. The effective date 
will be the date the supervisor signed the authorization form. The BPe wilJ 
retain the application and return the signed BPA form to the OPO 
AnalystIDPL. 

lfthe employee has not taken the Bilingual Fluency exam, the BPC will 
arrange for the fluency examination to be given to the employee in the 
District where they work. If the employee passes the exam, the BPe will 
(ctain the application; sign the BPA fonn and enter lhe effective date (date 
employee passed the examination) and forward to the OPO AnalystJDPL. 

If employee does not pass the exam, the BPC WllI retain the applicstion; note 
"Did Not Pass Exam" on the BPA and return it to the OPO AnalystlDPL. 
Employees may take the exam only once every six months. After the six 
months has passed, the supervisor will need to prepare a new package for 
the OPO AnalystIDPL. 

Note: Bilingual testing fGr fluency in languages (including sign 
languages) other than SpaniSh can also be arranged by the Exam Unit 
()n an as-needed basis. 

Forwards package to Transactions to institute Bilingual Pay. 

Processes P ARF; ensures that position has a "5XX' serial number, institutes 
Bilingual Pay for employee and files original documents in the, employee's 
(OPF) Official Personnel File. 

TERMINATING BILINGUAL PAY 

STEPS 

Duties of a position receiving bjunguaJ pay are reduced to beJow 10010 of total 
work time, or employee transfers to another position, unit, or classification. 

Prepares P AKFIASR terminating bilingual pay and forwards to Transactions 
Position Control. 

Processes PARF; files original documents in the employee's (OPF) Official 

Personnel File. 


2 



sTATE OF' CALIFORNIA· OEPAATMEIiT OF TRANS~TA.naN Pa~e 1 of" 
BILINGUAL PAY AUTHORIZATION 
M-OOa3 (REV. YW2J 

'-._ 	 These Inslrudions should be used as an aid In completing lh4t SIUrlgual Pay Authortz~lon Form. If 'orms are f{UG<l out .cc~nlltely 
and completely, Ihe time required 10 process them will be shortened and eligible employoos wiU recaive ~llngual compensaHon In a 
llmely manner, 

1. 	Item Number 6 • language Ua.&d 

The language used by th9 employee must be enlel'itd using the two-dlg~ language cod&s IIs1ed below. 


01 ARABIC 11 JAPANESE 19 GREEK 27 RUSSIAN 
02 ARMENiAN 12 KOREAN 20 HEBREW 28 SAUOAN 
04 CANTONESE 1:3 PORTUGUESE 2' INOtAN 29 SERBO-CROATIAN 
05 MANDARIN 14 PUNJABI 22 ITALIAN 30 THAI 
'01 TAGALOG 1S DACTYLOLOGY (Sign. Braille) 23 LAOTIAN 31 HMONG 
08 FRENCH 16.SPANISH 24 PAl<ISTANI 32 OTHER 
09 GERMAN 11 VIETNAMESE 25 PERSIAN (Farsi) 
10 HINDUST~I 18 CAMBODIAN 26 . POLIS!::! .. 

2.. 	 Hom Number ~ • Dste EmpJoy_ Pa~S8d Stlfle 81IJn{llJ61 Fluency EnmlJIBJ/on 

a. 	The employee 16 mquJred to pass 'he lIuency examination ~ this torm is submitted to the Multilingual P~1WI1 Offlc:.. 
Employee! ara 9flC()uraged to 00 scheduled lortBsling as soon as the posiUon is Identified as meeUng the Blnngual Salary 
Program criteria. 

1. 	 Approval of a BiJingl.lal Pay Authorization Form Hlill nor be grarrtod prior to the empJoy&e's slJcaJsslul CDrrpetlon of the 
Oi/lngual fluency examInation. 

b. In the e\lenl an &lTl)loy6tl participates in lhe tluency examination and Is not sUC08SS1tJI, the employee ma~n01 partlc!pale in 
the lluency examinallon for another 6 months. The date 01\ whlGh me employee pas:sas the subsequent Qxaminatlon will be 
the earliest effective date lor bilingual COl'T\?6nsation. 

·,_.,3, Item Number" - R~$on for R6qU6st 

a. 	Aedassiflcation 
This caleqory would be appropriate fflhe employee Is already receiving bilingual pay and has a change in classification. 
Example: OHIce A$.sistanl I to Office Assistant II 
Complalion ot items 1 through 15 is necassary lor processing this type'ot request. It ilem 11 IndCai8$ a chat1ge In bilingual 
duties as a result of this r6Classificcdion, an explanation of this change musl be shown in the spaCB provided tor item 12. 

b. New Posl/ion 
If this is a new posftion lor which biUngual pay has never been requestoo, the enUre Bilingual Pay AUlhorizatlOn lorm must be 
compietad. 

c 	RsfiJling a Vacant Position 
This calegcry would apply it this is a pos~iol1 for which bilin<juaJ pay has prevlously been approved. CAlmpl&l8 i1ems 1 thmugh 
15. 	 It bilingual dtJ11as have Ctlatlged, provide an explanation in the space provided lor Rem 12. 

d. 	TerminaliDn 01 Bifil19UJI Pay fDr this Errployee 
t1lhe purpose of this lorm is to IBrminate bilingual pay for this employee, (an action thai should taka place whenever an em­
ployee ceases to meel the bilingual criteria O( vacates the approved position,) complete items 1 Ihrough 8. 10, 11, and 15. 

e. 	Removal of thIs Position from Bt71nguaJ Pay Status 
This type of adlon should take place when the Clientele 01 this location is lo~red (0 such a degree that the bilingual cr18r1a 
call no longer be met ComplelB itams " 2, 4, 6 through 8, ", 13, and t S. 

r. 	 ChantF1 In /r,cJ)tnl>ent's Assigned Dutl8s or Case Load 
If a change In tM ;ncvmbent's as.s;gned dUties or case load lakes place, complete pages 1 and 2 01 the BUingual Pay Authori­
latlon Form, 

. 	ftam Number , ~ • Busfl!6S~ A ddr9u Cf EmplOy98 

a. Indicate the exact alllee or una litle as weU as the dlslIld In which the employee ae1ually works, 

b, For oofT1'lellon by the Departmenlal Bilingual Pay Coordlnator. 

c. lodJcate Ina street address, c~y and zip code fOT the oNIce In which tha employee works. 



STATE OF CALIFORNIA ' DE:?AAThlENT OF Tl'lANSPOATATION 

BIUNGUAL PAY AUTHORIZATtON 
M -0003 (REV. 5m) 

PERSONAL lNFOAMA nON NoncE 
p""....... lo ,ho ~_aI P...~ J.ct (I'L II;J.S7II)"'" 'N 1ft!0I1Nd'" P_'- U3. d 19n IC'" Cod. s.a..... 'NIl ... oeq.). _ .. ,,-,..., Q_ lor "'" -.q_1 01_
,.-"",by"''''''''' r""'"'I_'oaoononol_lonio~ TIIo_"'_C!l"'"~~""""'.Io'~u-..~GlINoIam n..""'10 '-' 
~ All <II ""11*1 01"- _'oa ""__ ,..., 6oI.rt_1itov 01111... "".... MIl " .._ .... d ~ .... _""'...n-o. __ ..,... ___..-MicIo,. s.c.... 
11IIt.JoI d tt. IPA d Itn. E"," _""' "" _ ngIl' ~ '*'1'-___tilQjdll. ~ "11*'1 .II, ~ ........... ioft '" Mf ....,... mointaiMos "" ,.. 1Id-.o,t>v .,. 
odonI~ ClMlIOII&.I. 1>0... ant RI".... "" ;"4.,..,...,, "....,........ II> your If'A orr__ 

I. 	DISTRICTJl)IVISIQN 2. POSITION 
HUIoIBEA: 

FIRST MIO INrTlAlJ . 	E.WPI.OY'EF'S 1 LAST 
NAME: 

4. c~ss TITLE 

8. T1101€. BASE7. TENURE o FUU TIME o PART TIIoIEo PERMAN€/'IT 0 llA.1O'eo TEfll,C 

9. DAn:: fMPlOYEE PAsseO STATE 10. DATE EI.4Pl.OYEE OfIIGHAU V ASSUMED BILINGUAl. DUTIES WHIOi 

fll.ENCY E)(.I.MJNATION': 
 MET BllINGUAI-SAlAwt.J>IlOGA.W CRITERIA {-fO"l.oIlI·'WOIi( MlItf. ._.. 

o RECLASSlFlCATlON 

ARE DIUI'«>UAL DIJT1ES 
WBSTAM'IAU'" UJ.t;J«NGED1 

NEW f3Il..NGUAl POSfTlC:t,I 

FILLING 8Q.lNG\.W. VAC»lT POSIT~ 

HAVE 'THE B/UNGUA.L OtlTll:S FOF! DYES
THIS POSITJOH CHAIKlED? 

TERMINATION OF BII,.jjGUAl P1~ IncIc:aIe fll8aN9 Oats 01 T&fITlirolllr:r1 01 Pay: 
P"'f FaRTli IS eMPlOYE E 

REt.t:)VAlOf THIS POSITION 

FROIoI811..lNOUAL PAY STATUS 


TRANSS'ER ~ fl.i9tOYfE TO 

ANOTHE R BILINGUAl POSI$TlCH 


B. WHAT PEAc.ENTAGE OF J1o!E EMPLOYEE'S WO~ TIME IS SPENT USING S(lINGUAl Sl<l<ll'! 

Il~. EMPLOYEE'S UNIT NO. AND DISTRICT NO.: 

,.". SIGNATURE OF EMPlOYEE B. lIusmess ~ NO. C: DATE 

O. SIGNATUIiE CR 1J..8oE04ATE SUPERVISOO E. BUSlNE5.S PH~ NO. 

IoIIIJ\.T1LINOUAi. PROORAIoI ~IPU"OR APPROVAJ. 

15/1., SIGNATUAEC1'COORDINATOA 	 . e. SlISINESS PtiCltIE NO. C. EFFECTIVE DATE OF PA'r'JTERMlNATICf\I D. DATE 



Page J 014BILINGUAL PAY AUTHORIZATION 
AA.(IOO3 (R e:v. 5.92) 

tY. 81LNlUAL JUSTIFICAtION 

III order to lustlfy a bilingual paid position. an employee must use their bifingual skills for at least 10 percent of the 
time spent perlorming their duties. Posnioos rrust be In a setting where there is a clear demonstration 01 client and/or 
correspondence service in which bilingual skills are needed. BiHngual skills may 00 used to mee! the needs olthe public 
or performinq int8fPretation, translation, or other specialized bilingual tasks for the department and its Clients . 

A. GIVE A OlllEF OEflNfTlOk OF THE PflOGRAM OA OFFICe fl'MiICH TH1S EW'I.O'1H 'NORKS 

language Usage Survey: Please see back page lor instructions. 

ClAn: 

WEB( " 

Ftorn: 

To; 

UOHO,A't 1I.ESOA., WEONfSOAV 

. 

'THVRS04V FRIDAY TonlS 

IIIH\ftES 

J<)URS WC)1~ 
T\i1S WEEK 

WE£l(n 

!'rom; 

I,IIH\,jres 

To: 

WOU~ WC)1JCED 
n;~WEEl( 

EMf'U)'tEE"S INITIALS ___ StJPeRVISOA"S INITIAlS ___ 



P7'.ge , oj ·, BILINGUAL PAY AUTHORIZATION 
,v..OOO3 (R EII. 5IIl2) 

(lljSTRUCTlONS FOR COMPLETING THE ~GUAGE USAGE SURVEY TAllY FORM 

WHO SHOULD PARTICIPATE IN niE SURVEY? 


Bilingual employees who work in public contact poshions. These indude: 


• 8iliflgU<lJ 8f1'fJloY&8s wflO hawl not Well the bUlfl!Jualll~ncy 8:taminaJiatl and wish to fecsive oifll'lguaJ pay. 

• 	Bilingual &mpfoy&8'S .who MB roceiving bilillgual pay and have not sUN9yed lor 2 yealS. 

• C<JrtifTBd blllnguaJ Srrp/oY98S who wish to f6Ct1iV9 bilingual ~y. 

MULTIUNGUAL EMPLOYEES 

/I you speak more than ons foreign language; you should use the same tally form /or both languages. 

SURVEY PERIOD 

The survey must be CCJflducted during a two-week period. 

HOW TO TALLY lliE CONTACTS 
• Tally all contacls made in the non·Engllsfl ~nguage including face to lace. written and tefepoone coniacts. If yor 

translate any dOctJment from English into a foreign la~uage O( vice-versa, record it as one contact 

• All non·English contacts must be tallied Immediately after each transactIon. Do not anempt to catch up. If you 
provided bilif19Ual service at more than one work station, use the sdf!le tally form. 

• 	AU time oH must be recorded (see example below). Print weekly totals in the righI-hand column. Addhional sheets 
may be used if more space is required corresponding to the dale noted. 

Eumpl& 1: You are aut sicK draw a diagonal line through!he Doxes of the day you are absenr (see Thursday's 
sample). 

Example 2: You take two hours 011 for adodor appointment: wriUJ 'two hours orr In eithar box of lha day you are 
absent (568 Friday'S sample). 

• AU tallies must be placed within the appropriate box_ 

• Time spent tor each conlact must be recorded IN MINLITES (.see below). 

• Your supervisor II!l.LS1 inlliallhe talty form alor.g w/signing on page 2, 14D. 

E%ample: 

From: 2, 5. 1, 3. 4, 4, 6.4, 1,4 10, 2, 1, 5,3 Oft 8 hrs. 
I ·9 · 90 J, 6, 2 

2.4,8 
2 hrs. off MJNUiES 

3Q 
To: 
1·13·90 

HOURSWORI(ED 
niISWE£l< 


